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Back to Basics: —
Don’t (Just) Push My Buttons

Overview

* Training Program Basics
* Where to Find the Resources
* TBA Basics




Expert Briefer

 Where’s Chief Fitzgerald — isn’t he the guru?
 Where are the handouts so | can take notes?
* Does anybody believe in Karma?

R-EDP Mid Term Goal (1 Year to 3 Years)

“Gain proficiency in the Training Business Area
application so that | can use the system as a tool
to track subordinate paralegals” progress and
better advise members.”




Training Program Basics

* Air Force Training Course
* Must complete before acting as trainer
 UTM will verify completion
e UGT Time Frames (AFI 36-2201)
3 |vl(PAC Grad) in UTG to 5 |vl
Minimum time 9-12 months (para. 4.1.2.2)
e 5|vlin UGT to 7 Ivl
Minimum time 6-12 months (para. 4.1.2.3)

* Training Progress Review. (AD-24 months,

ARC-24 months, ANG-36 months) para. 6.6.25.15
* Every 90 days thereafter until trainee is upgraded



Training Program Basics

e UTM SAVSs (IAW Attachments 7 & 8)
 AD - Every 18 months
e ARC-Every 24 months
* ANG - Every 36 months

* UTM Inspects 50% in UGT, 10% All Others
(BMT only conducts SAVs as requested by Unit CC)

e Work Center Orientation
Within 60 Days of Assignment (ARC-120 days)

 |nitial Evaluation of Trainee Qualifications
Within 60 Days of Assignment (ARC-120 days)



How Do | Access TBA?

& f} AF PORTAL Senior Master Sergeant Amanda Bertrand ¥
WY/

Newsk  Base Orgk Career & Library & p ot

Announcements Functional Area LA Training — Resources

skip nawvigation

TBA > Role Selection TBA - Training Business Area Bertrand, Amanda G :

PRIVACY ACT INFORMATION - The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with thes W

Change Role | Logout | Help

Workcenter Supervisor

Select Role




Where to Find Help

¢ Favorites 95 €] Web Slice Gallery v

)|+ | @ CAPSIL 3 - MY PORTFO... X | @& New Tab

g v Pagev Safety

Q( “:,\“3P “ | My Portfolio ’ Dashboard Central | MAJCOM Reports ’ Learning Centers ’ Training Catalog Administration
ORTFOLIO

Search for Learning Centers News

Search for Lea Centers TBA
i i s et TJAG's June 2013 JAG Corps update is available. Click

W here for the presentation.
APSIL
ORTFEOLIO JAG School 20th Anniversary Slide Show

Webcasts & elLearning

Upcoming Webcasts AFJAGS Webcast Library
WELCOME SMSGT AMANDA BERTRAND
Professional Responsibility at the Base Legal

(%) OFFICE: 14 AF/JA AF JAG Corps Sexual Assault Prevention and Response
Office-15-May-2014 @ 11:00 3 it 2013
Assigned Fields of Practice: iy 3

JAIM FY14 NDAA Update, Part 2-05-Jun-2014 @ Leadership

AFJAGS Bulletin 2013-2014
11:00
Assigned to Al Hands Field of Practice
AFJAGS Pubtications

Foreign Criminal Jurisdiction and Foreign Civil
Litigation-12-Jun-2014 {

Assigned Self-Inspection Items

Available eLearn Current Open Roadmap Items

Recruiting - A How To Guide (¥ Current Training Requirements Online Users & Messaging

3 . Instant Messaging
New FY14 Officer Force Management Y urrently have no pending assignments. >
Programs = @B contacts Qsearcn ¥ Settings

. i 3 #items assigned or
AFJAGC Deployment Horizon - FY14 and - # Assigned FoP [0 Unassigned FoP #

Message From No. Messages
open
Beyond

You currently have no ges.



Paralegal TBA Collaborative Learning
Center — CAPSIL 3 Portfolio

TOPIC OUTLINE

This learning center is intended to provide Law Office Superintendents a forum
where they can discuss issues with regards to Training Business Area (TBA).
& Community 0 |z Database

e Training Program

To submit/reply to the latest discussion....

If you don't see a specific forum on point, use this open forum.
&7 TBA Forum for Paralegal

To post some general news or an announcement, use this forum.
& Generaln and announcements

TBA User Problems
] TBA FAQs

Enlisted Training Program -- 5 Steps

instructions (Step-by-Step) covering the Air Force Training Course (AFTC), training binders, Master
; (MTL), Master Training Plan (MTF) and leading everything into Training Bus 5 Area (TBA).
There are many ways of building a training program - this is one way.

If you have any questions, use the respective forum under the category you need help in. You can also
use the forums below to further discuss a given topic or provide any feedback on the subject.

Step 1 - Air Force Training Course (AFTC)

& Forum for AFTC
!,._HJ' Step 1 - AFTC directions

Step 2 - Training Binders

2 Forum for Training Binders
|47 Step 2 - Training Binder dire

Step 3 - Master Task List (MTL)
2 Forum for MTL wo




Training Program Basics

* MTL

* 100% task coverage w/in a work center
* Duty positions, skill level, deployment, additional duties

+ MTP

 Strategy/milestones for completion
* When (priority/milestones)
* How they should be trained (resource/method)
 How long it should take.to train

 MTL, CFETP, JQS (Job Qualification Standard/AF 797)



Example - Duty Positions in MITL

Building
Block

Art 15
45 deys

Pre- Trial
90 days ’ Courts
[180 cays

Post - Trial
90 days

vs.

Discharges
60 days

Fm
30 Days

Military
Justice

315
days

General

Law

Additional
Duties

SSgt Smith
LLAO
‘ 30 Days
y Art15
45 Days
Front Desk
s A 30 Days
SR Estate Planner
45 Days




TBA

* Roles

— Superintendent: Personnel Manager, Role
Manager, Workcenter Supervisor, Supervisor,
Trainer and Trainee (TSgt and below)

— NCOIC: Supervisor, Trainer, and Trainee
» Officer: Trainer (must have completed the AFTC)

— Limits the ability of the operator
* Workcenter Supervisor — All aspects of training program
e Supervisor — Management of |1 Ps
* Trainer — ITP; must be closed on task before signing off



Confused About Roles?

TBA POC (Analyst Role)
creates workcenters for the
organization “Add Workcenter'

Workcenter Suparvisor (Role) performs
Mastar Training Plan &
Master Task List Component Functions:
“Import MTP"
“Create MTP by Adding Product to MTP,
Add or Remove Tasks in MTP,
Add or Remove WCJGQS in MTP,
Manage Task Groups, Add/iRemove Course
ect..”

TEA POC (Personnel & Role Manager Roles)
establish employees in workcenters
“Add Employee or Gain Employee &
Assign TBA Roles to Employee”

Workcenter Supervisor or Suparvisor (Roles)
Perform Individual Training Plan
Component Functions:
“Transcribe AF Form 623 to ITP,
Unarchive ITP Task, Add/Remove Tasks,
Add Task Groups, Add/Remove Courses,
Add/iRemove Course Groups

Add or Remove Trainer and Certifier in ITP etc...”

Trainer, Certifier & Trainee (Roles)
Perform Individual Training Plan
Compaonent Functions:

“Start ITP Task,

Complete ITP Task,

Sign ITP Task, Update Course Status
Add Training Journal Entry etc...”



Chief Tolliver’s
Step-by-Step TBA

UNCLASSIFIED

Overview

Understanding your Roles
Establish your MTL/MTP
Add task to ITP
Un-archive Tasks
Start/Close Tasks

Journal entries

Gaining employees

Losing employees



TBA Tracker

 TBA Tracker saves time and provides a

visual aid for tracking progress in UGT

Great tool for Senior IMAs at NAF &
Command level and MSgts assigned to
base level offices that may be tasked
with tracking training

Excel Spreadsheet is in deliverables



% Training Business Area (TBA)

TBA Tracker g

TBA > Reports Queue TBA - Training Business Area Bertrand, Amanda G : Workcenter Supervisor
PRIVACY ACT INFORMATION - The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with i ﬂwﬂ%
Suspenses | Courses | ITP | MTP  Products | Reports & Queries Administration Change Role Logout Help : .
Ad hoc Reporting Tool (ART) |
Enterprise Product Status
Report Viewer Enterprize 100% Task Coverage
Downlead finished repor | Query Flight e Tk_ List matically after 30 days.
Master Task List

uery Wi
Query Wing Personnel List

Query Workcenter

Task Coverage
Query Workcenter By UTC

Training Visibility Ledger
UTC Task

{Click the button below to refresh this page)

| Refresh Now |

1. Role — Workcenter Supervisor
2. Select ‘Reports & Queries’, ‘Report Creator’ & ‘Ind. Task List’



TBA Tracker S m—.

% Training Business Area (TBA)

skip nawigaticn

TBA > Employee Finder TBA - Training Business Area Bertrand, Amanda G : Workcenter Supervisor

PRIVACY ACT INFORMATICN - The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with . -u*_’ﬂct a 33
Suspenses || Courzes | ITP | MTP Products Reports & Queries  Administration = Change Role Logout | Help v

REPORT Employee I
Find
By:

Employee Number: First Hame: Last Name:

bertrand

Count: 1

Select Employee Transfer
One Employee Name ID Status Azsigned Workcenter
®

| | SMSgt Bertrand, Amanda G -

S

Search by last name of employee/trainee
4. Select the correct name by clicking the ‘Select One’

radio button and click the ‘Continue’ button at the
bottom of the screen



% Training Business Area (TBA)

TBA Tracker

skip navigatio

TBA > Oracle Reports TBA - Training Business Area Bertrand, Ama
PRIVACY ACT INFORMATIOHN - The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in aceordance with th
Suspenses | Courses ITP MTP | Products Reports & Queries Administration Change Role Logout  Help
In ual Task List

V4
5. Don’t make
Report Title I
Individual Task List - SMSgt Bertrand, Amanda G

any changes
to the screen
Report for Employee |
SMSgt Bertrand, Amanda G eXC e p t t O
Group report by: I
Product Type Product Name (L) Task Group
Sort Controls I
ask Number (like 001.002)
) Task Description

ore Task

select XLS’
Task Start Date fo r l I l a t
Task Completed Date
Filter ltems to Include (uncheck those not wanted): I
Active Task Choices
nStarted Tasks
tarted Tasks

lick
6. Clic
Archived Task Choices

[ Archived
Completed Tasks

Core Tasks requiring Certification

Journal Entry Choices
ore Tasks not requiring Certification
Noen-Core Tasks

‘Generate
[C] Active Journal Entries

Report’
[ Archived Journal Entries
Select Format I
XS -

Generate Report |




TBA Tracker S m—.

Training Business Area (TBA)

skip navigation

TBA > Reports Queue TBA - Training Business Area Bertrand, Amanda G : Workcenter Supervisor

PRIVACY ACT INFORMATION - The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with . W

Suspenses Courses |ITP || MTP | Products Reports & Queries  Administration Change Role Logout Help

Completed Reports

Download finished reports to your hard drive or other media. Reports will be deleted from the system automatically after 30 days.

Hame File Type Date
INDNIDUAL TASK LIST - SMSGT BERTRAND, AMANDA G XL T1-MAY-2014 1613 Download Delete

[Click the button below to refresh this page)

Refresh Now |

7. Copy the name of the trainee and elick ‘Download’
8. You may have to click ‘Refresh Now’ for the report to
appear available to download



TBA Tracker

Documents library
TBA Tracker

Mame Date medified Type

El,_l] TEBA_21_Task_Tracker (Cct11) /2014 3:12 PM Microsoft Excel M..,

@ Al /1172014 10:50 AM XML Document
Bt SRA /2014 10:55 AM XML Document
Bghj 556G 2014 10:52 AM AML Document
By S56T (2014 10:53 AM XML Document
B TSGT 5/11/2014 10:57 AM XML Document

9. Save downloaded file with pasted name of trainee in a

folder that also contains a copy of the TBA Task Tracker
Excel spreadsheet



Versio

Name: Change
AICW 0
SRAKE 0
sseTedl 0
SSGTHDY 4
TSGTRY 0

10

TBA Tracker

Total Task 5-Level Core Task 7-Level Core Task
Comp Need Initials Total % Change Comp Need Initials Total % Change Comp Need Initials Total %
162 0 162 0 159 0 159
156 0 136 154 0 154
0 0 L 0 0 0
56 159 = 56 56 159
0 385 159 0 139

. Open the spreadsheet and click ‘Run TVL.

Tasks on MTL:

Setup
Task Completion: Progress

90% =0 @
»60%AND<30%  60% >2AND <300

=2 ‘

30

The

spreadsheet will incorporate all the trainee reports you
saved in the same folder into the spreadsheet for

evaluation and comparison



requwe\mqé;&
e Resources (
* TBA Basics

e Roles
* Reports




Questions?

1 BLOCKED
THE AIR
VENT TOO.

" ONLY EXIT. YOU HAVE |
NO CHOICERBUT TO |
ANSWER MY QUESTION. |
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